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• Th» Sstebttshaeafc of Hare Adequate Managerial Controls 
Oenr tea feqtesltioa m& Dtiliaatiatt of Stanch Card and 
S(p|g^mt # i * l-^^ssj/st , and 

&mte sisal Buaiaese Mises. 


1* Cteaaiderebl* clerical tiae sad effort me aMMrtly spent to 
bbteia isfaraetiori 00 the atilta at i op of punch card a»cfcineo, booi:- 
heeyiag eqalpewat, electrised tppsvsitero and electrical business 
tetetnat. fhi* date mm x^arted its instructed either to the General 
tei e atttias settee or to tee General Seamless Adalnlsteatloa for- sub- 
ssteteeo. to tee CStelass of the Souse Apprep^tiec* 

2. la addition to statistical date# we were 
on tee following: 



to report 


». tee proper uttlisattcsa of the eqalpeeni. 


yj p§ <jf ehe egpdposet# 


controls emreised over the requisition 


s* tee extest to which ma c h i ne laetellafclops ware consoli- 
dated end tee raeosi where applicable, for separate twtallatians. 

3 * Gee UtiliMtiOffl of maseh Card «»»* Wvilrfci— w< wu- aiml Mww f <*» »arv 
“ ^vwsp w we «iw.waw **m- ewaa m we- 'mni w jy ■« j jl teeffl aii to Xfir TtateJT 

good sad te al 3 e we stated in osar report teat control of acquisition and 
eeepdtaetite was wasted is O rssnl . se t&cp & Methods Service, nevertheless, 
tei survey Indlested s ante fear tightening of teds control and for the 

%. ft is suggested s regulation be issued covering the following 
podstst 


awtelsite 3,8,1 S*uach card 

■ cwl niff ftxki otber mft&l&i 

w a rtime asst ha igprwed by tee Orgraisatloa t Methods Service 
swept efulp a sat for tee ffieprodasfcion Division of General Services. 
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Security Information ' m ~' 


tmk m &asMsa4 mfetem, 

(1) fbs f ta blishirg of all s m psaefe card or iKwjiske^ijig 
awMao iastallstiocs ant bo approved by the OrgsalmiioR & 
Method* Service, Specifically, the control and coerdiaafed use 
of paached-card equipment nay bo obtained by: 

(a) acquiring all requisitions for additional units 
tydpMSfc, replacement of one typo of —chine by another, 

*ad actio* to d i a co atiaae Installed units, to be approved 
by Organ! esftton & Methods Service* 

(b) %ob receipt of a req ulslt lcc far m additional 
wait Organisation it Methods would first, cheek the current 
utilisation of the. refaiaitioatag installation and that of 

to dstaraim whether the requisition 
could be filled by transfer. 

(c) fiequeet© to replace one type of mcbiac with 
sacpfebar would be Investigated, to determine tie need far 
•act rc pls e cafe at, to ovoid replsceaaeate baaed oaly upcaa 
the desire to acquire a wmm? type of equipment. 

(*) %op notice to discontinue a unit of cquipoeat 
a review weald be node to determine If the asm type of 
unit is about to be requisitioned by another installation. 

If so, the unit would be transferred rather than discontinued* 

(2) She establishing of a standard procedure for recording, 
by installation, of the various units of equipment its use and the 
hours used. 

(3) She establishing of a quarterly utilisation report to 
assist in det^B^nsi^^ixt^^ need for new equipment and to enable as 
to quickly respond to future requests fear report© to Congress 

or Executive ft emeries. 

e* mam&LSmjsmm 

thmm aashl&es ape very expensive and can only be ^isstifieu on 
basis of special use. Organisation b Methods win therefore estab- 
lish standards Which seat be met to justify the use and determine if 
such work cannot bo perf arsed on equipment already installed in 
re f misi tlceiag office. Organization i Methods Service is having 
the iaforaa t io o relative to use of electrical typewriter© recorded 
qb punch cards and vUl stake a thorough analysis of use of each 
aaabiasi tbs results of this analysis will be furnished to your 
office so that you may determine if a further investigation should 
be nada. She Information already oa hand indicates there is tU 
•xeessiwe mmSimv of saebiaes in use and oa stock. 
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